
Repeat if subcommittee chair

Find members with 

terms about to 
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confirmed?
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received?
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Send email to generate printed 

letter.
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nd

email: CC 
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3
rd

email: CC 

ESH Head

2nd & 3rd

Member Approval Process

Repeat for Chair 1
st

then member.

Member must have prior approval

from their mgmt & mgmt is CCed

Exit Yes when all approve

Exit No when any one person rejects.
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Yes
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membership

New Member?

Email Charter to 

new member

Yes

Email notification to Chair & member’s 

management

If member rejucts 

then email Chair 

member not 

renewing

(include title)

Email chair to 

name a new 

Deputy

Update DB with 

new term dates

Add to distribution 

list

Find all “DNR” 

memberships

Find all new and 

renewing 

memberships

(i.e. all persons 

approve)

Send Thank-You 

letter

Remove from 

distribution list

Member is 

outgoing 

Chair?

Remove parent 

committee 

membership

Yes

Remove from 

parent distribution 

list

Update Chapter 

Manual authors to 

new Chair

Add to parent 

committee

membership

Remove 

committee 

membership

Add member with 

“NEW” membership 

status for future 

nightly processing

Update member with 

“DNR” memberships 

status for future 

nightly processing

Set membership 

approval status for 

future nightly 

processing

Update outgoing 

member with 

“DNR” status for 

future nightly 

processing

Add to parent 

committee 

distribution list

Email Admins to 

update DocDB 

Author List

Remove a Member
Add/Renew a Member

When a subcommittee Chair’s term is up for 

renewal the process consists solely of renewing 

the Chair’s term in the parent committee (i.e. 

FESHCom). This approval begins with the Chair of 

the parent committee. If approved, the Chair of the 

subcommittee is then asked to approve their own 

membership, as part of the nightly processing. If 

the subcommittee chair also approves, then 

membership is renewed in the parent committee 

and subcommittee simultaneously. If either person 

rejects then membership is terminated in both the 

parent and subcommittee when the term expires.

Promote Deputy

Old Chair

Remove a 

Member

Renew a 

Member

Manual 

Data Entry

Nightly Batch

Email appointment/reappointment letter.

Add New 

MemberPromote 

Deputy

Deputy is first placed into the 

approval process. This 

process begins once 

approved.


